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InPlace — Logging in and Overview

InPlace - Overview

InPlace is a database that the University uses to capture information about all the workplace
learning experiences that you are involved in. It also allows the university to keep a record
of any pre-placement requirements for workplace learning and your current status in
completing these requirements. You will be required to access the system throughout the
course of your study.

This Quick Reference Guide will show you how to log into the system and gives an overview
of the different areas of the system.

Logging into the system:

1. Open Mozilla Firefox or Google Chrome web browser. If you do not have this
installed on your computer, download the free version at: http://www.mozilla.org/en-
US/firefox/new/

2. Navigate to the following website: https://myworkplacelearning.csu.edu.au/

3. The following InPlace screen will display:

MlinPlace
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Quantum Information Technology Cookie Policy

4. Click on Staff and Students. The following login screen will display:

W s

LOGIN TO : URN:INPLACE-SANDBOX1.QUANTUMIT.COM.AU SERVICE AVAILABILITY

) View Current service disruptions
» Activate my account

Username: (only for new students/staff)

If you have received notification that a new login account No Planned service disruptions
username has been created for you, or you are anew staff member,

you will need to activate your account.

Password. » Login Help

» Forgot your password

LOGIN NOW
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5. Enter your CSU username and password and click on the LOGIN NOW button. The

Home page for InPlace will display. If this is the first time that you have logged into
InPlace you will be asked to read and accept the Terms and Conditions of use before
navigating to the Home page. Once you have read and accepted the terms and
conditions, you will not need to accept them again unless they are changed.

Home Page:

The Home page is the first page you see upon logging into InPlace. It is the gateway to the
system and provides you with information about your workplace learning requirements.
There are a number of items on this page:

University MinPlace

Toolbar Confirmed Available @i Requirements Calendar Shared Documents EGibson v

‘b Confirmed [. Available
User Account
N‘E:TATTEND\NG: =Y menu
mmm Burwood Health 3 L
X 19 Jan, 12:00AM - 11:59PM h
Confirmed )
pane View Al Conmed View recommended ‘ [ View shortlisted Available
: S S M S S ———— pane
ToDo @ Notifications
A* Information required for Compliance for clinical placement - Security

Message Board - Message Board: Timesheet and placement evaluation

Students, Please ensure you have completed your timesheet, CSAT &

Review to be handed in to placement Coordinator within 1 week of completing

placement <«——— Notifications
list

Checks and Placement Requirements >

To Do list —» § Student survey on placement - ZB Is awaiting your response

Placement Preferences for sid-test close on 19/01/2017. Don't miss out!
i= Agency Preferences are now open for 3rd Year Medicine Placements 5k SRR

Closing on: 15/12/2016. >

g Placement Block Preferences are now open for 3rd Year Medicine

> You have been assigned to Western Hospital to start: 6/02/2017.
Placements. Closing on: 31/12/2016

Tool bar

The toolbar helps you navigate around the system. Refer to the table below for more
information.

Note: If you're using InPlace on a mobile device tap on the menu icon to get to the
toolbar icons

Link Action
Home Click to return to the Home page
Confirmed Click to open the Confirmed page and view all your confirmed placements and

confirmed (successful opportunities). From here you can access placement details,
your schedule (and timesheets or logbooks), related documents, assessment
reports where applicable and carpool.

Available Displays the Available page which shows you what types of opportunities are
currently available.

Requirements Click to open the Requirements page and view your placement requirements.

Please note: The Requirements page may display incorrect information at
present, we are working on the information in this area so don’t be alarmed if it says
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you need to do more placement hours/days than you expected, it could just mean
the information is incorrect. Your workplace learning team will let you know of your
placement requirements at the relevant time.
Calendar Shows details of when you are on placement including placement dates.
Shared Takes you to the Shared Documents page. This allows WPL staff to share
Documents documents with you that need to be accessed for some reason E.g. Orientation
packages that need to be read and completed before you attend placement.
Your The User Account menu which is accessed by clicking on your username allows
username you to:

e Access the My Details page (more information provided later in this guide)
e Click Help to open the InPlace online help
e Click Log Out to log out of InPlace

Confirmed pane

The confirmed pane displays your next upcoming placement. Click on the View all
Confirmed button to open the Confirmed page

b Confirmed
NEXT ATTENDING:
mmm Burwood Health >
. 19 Jan, 12:00AM - 11:50PM
Confirmed
pane View All Confirmed

Available pane
The Available pane shows you what types of opportunities are currently available.
To Do list and Notifications list

Items that you need to action are located in the To Do List or as a message in your
Notifications list (example, timesheets, self placements, self selection etc.)

To Do @ Notifications
4 Information required for Compliance for clinical placement - Security » Message Board - Message Board: Timesheet and placement evaluation
Checks and Placement Requirements Students. Please ensure you have completed your timesheet, CSAT &
To Do |i5t Review to be handed in to placement Coordinator within 1 week of completing
=P 5 Student survey on placement - ZB is awaiting your response N placement Notifications
list

n rences sid-tes 5 19/01/2017. M S 1
= Agency Preferences are now open for 3rd Year Medicine Placements T T T T e (o € B R B I iR E L 2 L

Closing on: 15/12/2016.

gF Placement Block Preferences are now open for 3rd Year Medicine

o = q 3111272016 > You have been assigned to Western Hospital to start: 6/02/2017.
acements. Closing on: 31/12/

My Details:

The My Details page is located within the User Account menu and displays your personal
details and all placement prerequisites.

You can upload and manage documentation for your placements, immunisation records,
criminal background checks, and driver's licence information. Workplace Learning staff can

InPlace Student Guide (Version 4.10) 3



==| Charles Sturt
UIZ/) University

InPlace — Logging in and Overview

view your placement-related information and verify that it's correct and complete. You
access the page by clicking your username on the toolbar and then clicking My Details on
the User Account menu. You can also open it by clicking a relevant task in the To Do list
(on your Home page).

KinPlace

Calendar Shared Documents EGibson ¥

[. Available

User Account

\‘ menu

1. You will be taken to the My Details page
=== /"]

Dianne Test

University
Student Code
Contact Number
Email Contact teststudent@csu.edu.au
Address 56 Test Street, Albury, NSW, 2640, AUSTRALIA

DIVERSIONAL THERAPY

Student information Compliance - Must be completed before applying for placement
ClinConnect Health Protection Status +
None
clinConnect Compliance +

Health Compliance Documents (NSW) ‘ erified - +
National Police Check, Vaccination Record + Serology Reports, Code of Conduct, Undertaking/Declaration
Form, Tuberculosis Assessment Tool

2

Health Compliance Documents (Other States) \ erified
No

2. The top section of the My Details page provides basic information about yourself,
e.g. Student Code (CSU Student id), Given Name, Surname, Email address, Phone
Numbers.

Note: This information comes across from our student system so if there is incorrect
information, you will need to navigate to Student Central FAQ's to update your
information and it should update in InPlace the following day.

3. If you scroll down the screen, fields relating to your course or discipline are shown in
the bottom section. These fields are customised by the University and may differ
depending on your course enrolment.

4. Some of the customised fields that you may see on the My Details page (as shown
above in the screenshot) will relate to pre-placement requirements such as National
Police Check information, First Aid Certificates, Working with Children Checks etc.
Once again the information displayed will differ depending on the requirements of
your discipline or course.

Note: These customised fields will only display when you are enrolled in a current
workplace learning subject so if you cannot see any fields it may be because you are
not enrolled in a workplace learning subject or your course does not use this feature.
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Viewing InPlace on a mobile device:

On a mobile device your Home page looks a bit different but all the same information is
available and it’s just as easy to access.

Menu icon
University ':‘_(to access the

toolbar items)
&(on!irmed [' Available

Confirmed tab Available tab

'C? Confirmed

NEXT AT

é Western Hospital »

06 Feb - 17 Fe

To Do tab T°.D°° NOHMCAtions () e Notifications tab

A 'nformation required for Placement
L prerequisites - Placement Compliance >

'A Information required for Compliance for

clinical placement - Security Checks and >
Placement Requirements
A 'nformation required for Compliance
1 Requirements - Safe to Practice >
>
Student survey - EG is awaiting your
response >
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